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                                                  TITLE
"I'M FIRST" YOUR CUSTOMER'S MESSAGE TO YOU B X X
"WHY ARE WOMEN SO STRANGE AND MEN SO WEIRD?" V X X
1001 WAYS TO ENERGIZE EMPLOYEES B X X X
1001 WAYS TO REWARD EMPLOYEES B X X X X
101 STUPID THINGS TRAINERS DO TO SABOTAGE SUCCESS B X X
1997 ASTD INTERNATIONAL CONFERENCE A X
301 WAYS TO HAVE FUN AT WORK B X X
360 DEGREES FEEDBACK B X
7 HABITS OF HIGHLY EFFECTIVE PEOPLE B X
80 THINGS YOU MUST DO TO BE A GREAT BOSS B X X X X
A CRISIS IN GOVERNMENT B X
A KICK IN THE SEAT OF THE PANTS B X X
ABRAHAM LINCOLN ON COMMUNICATION V X X
ACCOUNTING B X
ACTIVITY ACCOUNTING B X
ADAPTING TO CHANGE B X X
ADAPTING TO LIFE WITH MULTIPLE SCLEROSIS V X
ADDRESSING AND RESOLVING POOR PERFORMANCE BC X
ADDRESSING AND RESOLVING POOR PERFORMANCE C X

COMPETENCIES
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COMPETENCIES

ADOPTION OF THE NEW PHILOSOPHY VB X
AMERICA IN THE GLOBAL MARKET VB X X
AN INSIDE JOB V X
APPLICATION OF THE NEW PHILOSOPHY VB X
ART AND SCIENCE OF 360 DEGREES FEEDBACK B X
ART OF COMMUNICATING B X
ART OF GIVING AND RECEIVING FEEDBACK B X X
ASSERTIVE SKILLS B X X
AT AMERICA'S SERVICE B X
ATTITUDE B X
BASICS OF CAREER ADVISING B X
BE PREPARED FOR MEETINGS VB X X
BE PREPARED TO LEAD VB X X
BE PREPARED TO SELL VB X
BE PREPARED TO SPEAK VB X
BENCHMARKING B X
BENCHMARKING STAFF PERFORMANCE B X X
BENCHMARKING STAFF PERFORMANCE B X X
BETTER BUSINESS WRITING B X
BETTER BUSINESS WRITING (THIRD EDITION) B X
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COMPETENCIES

BETTER THAN DUCT TAPE B X X
BEYOND A DOUBT: THE NAVY DRUG TESTING PROGRAM V X
BEYOND REENGINEERING B X X
BEYOND THE MYTHS AND MAGIC OF MENTORING B X
BREAKING THE GLASS V X X X X X
BUILDING A TOTAL QUALITY CULTURE B X
BUSINESS ETIQUETTE AND PROFESSIONALISM B X X X
BUSINESS OF LISTENING B X
CAREER GUIDANCE B X X
CHANGE NAVIGATOR B X
CLEAR WRITING B X
COACH B X X
COACHING FOR COMMITMENT B X
COACHING FOR DEVELOPMENT B X X
COMMUNICATING EFFECTIVELY C X
COMMUNICATION OF THE NEW PHILOSOPHY VB X X
COMMUNICATION SKILLS FOR WOMEN A X X
COMPETITION DOESN'T WORK: COOPERATION DOES VB X X X
COMPETITION, COOPERATION, AND THE INDIVIDUAL VB X X
CONCENTRATION V X
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COMPETENCIES

CONCENTRATION V X
CONFIDENT LEADER B X X X
CONFRONTING SEXUAL HARASSMENT C X X
CONNOTATIVE CONNECTION B X
CONTINUOUSLY IMPROVING SELF B X X
COOPERATION- THE KEY TO QUALITY VB X
COPING WITH WORKPLACE CHANGE B X X
CORPORATE LEADERSHIP VB X
CREATING THE HIGH PERFORMANCE TEAM B X X X X X
CREATIVE DECISION MAKING B X X
CREATIVITY IN BUSINESS B X X
CREDIBILITY AND CROSS EXAMINATION B X X
CRISIS IN GOVERNMENT B X
CULTURAL DIVERSITY VB X X X
CUSTOMER SERVICE EXCELLENCE B X X X
CUSTOMERS V X
DDI MULTIMEDIA SELF STUDY DEMO C X
DEALING WITH DIFFICULT PARTICIPANTS B X X
DEALING WITH DIFFICULT PEOPLE V X X X X X
DEALING WITH STRESS V X
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COMPETENCIES

DEALING WITH STRESS: STRESS MGT A X X
DEALING WITH THE PROBLEM EMPLOYEE C X X
DELEGATING FOR RESULTS B X X
DEMING MANAGEMENT AT WORK B X
DEMING MANAGEMENT METHOD B X X X X
DEMING ROUTE TO QUALITY & PRODUCTIVITY B X
DESIGN PRODUCTIVE MENTORING PROGRAMS B X
DISTANCE LEARNING-GUIDE FOR TRAINERS B X X
DIVERSE COMMUNICATIONS: INVESTING IN RELATIONSHIPS B X X X
DOCTRINE FOR HEALTH SERVICE SUPPORT IN JOINT OPERATIONS B X
DOCTRINE FOR JOINT CIVIL AFFAIRS B X
DOCUMENTING DISCIPLINE B X X
DON'T TALK-COMMUNICATE B X X
DYNAMIC PRESENTATIONS B X X
DYNAMICS OF DIVERSITY B X X
EFFECTIVE BUSINESS AND TECHNICAL PRESENTATIONS B X X
EFFECTIVE DELEGATION SKILLS B X
EFFECTIVE EXECUTIVE B X X X
EFFECTIVE MEETING SKILLS B X X
EFFECTIVE PERFORMANCE APPRAISALS B X
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COMPETENCIES

EFFECTIVE PRESENTATION SKILLS B X X
EFFECTIVE TEAM BUILDING AB X
EFFECTIVE TEAMWORK B X X
EFFECTIVE TRAINING B X X
EMPLOYEE AWARENESS SEXUAL HARASSMENT B X
EMPOWERMENT B X X
ERGONOMICS-BACK SAFETY C X
ERGOWISE B X X
EVALUATION:  A TOOL FOR IMPROVING HRD QUALITY B X X
EXCELLENCE IN MANAGEMENT B X X X X X
EXCELLENCE IN MANAGEMENT VB X X X
EXCEPTIONAL INTERVIEWING TIPS V X
FACILITATION SKILLS FOR TEAM LEADERS B X X
FIFTH DISCIPLINE B X X
FIRST THINGS FIRST A X
FIRST THINGS FIRST B X
FIRST THINGS FIRST V X X
FLIP CHARTS B X X
FOURTH GENERATION MANAGEMENT B X X X X
FROM NO TO YES V X X
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COMPETENCIES

FROM TECHNICAL SPECIALIST TO SUPERVISOR B X X X X
GETTING INTO YES VA X X
GETTING PAST NO B X
GETTING RESULTS THROUGH LEARNING B X
GETTING THINGS DONE A X X
GETTING THINGS DONE B X
GETTING TO YES V X
GETTING TO YES B X
GETTING YOUR MESSAGE ACROSS B X X X X
GOALS AND GOAL SETTING B X
HANDBOOK OF HUMAN RESOURCES MANAGEMENT B X
HANDLING DIVERSITY IN THE WORKPLACE B X X
HIGH IMPACT LEADERSHIP VB X X X X
HIGH IMPACT PRESENTATIONS B X X
HONEST DAY'S  WORK B X X
HOW MANAGERS AND WORKERS CAN CHANGE VB X X
HOW TO CREATE AND DELIVER A DYNAMIC PRESENTATION B X X
HOW TO DELEGATE WORK V X
HOW TO DELEGATE WORK A X
HOW TO HANDLE CONFLICT AND MANAGE ANGER VB X X X
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COMPETENCIES

HOW TO LEAD WORK TEAMS B X X
HOW TO MAKE PRESENTATIONS W/ CONFIDENCE V X X
HOW TO ORGANIZE AND MAINTAIN FILES AND RECORDS V X X X
HOW TO PREPARE A WINNING PROPOSAL A X
HOW TO SAY IT B X
HOW TO STAY COOL, CALM, AND COLLECTED B X X
HOW TO SUPERVISE PEOPLE V X X X
HOW TO WRITE A SPEECH THAT MOVES EMPLOYEES INTO AC B X X
HUMAN RESOURCE CHAMPIONS B X X
HUMAN RESOURCES CHAMPIONS B X X
HUMAN TOUCH PERFORMANCE APPRAISAL B X X X X
HUMAN VALUE MANAGEMENT B X
HUMOR; QUOTATIONS, ANECDOTES, AND STATISTICS B X X
I HAVE TO FIRE SOMEONE B X X X
IMPLEMENTING SELF-DIRECTED WORK TEAMS VB X X
IMPROVING PEER RELATIONSHIPS B X X
INCREASING EMPLOYEE PRODUCTIVITY B X X
INFLUENCING OTHERS B X
INTERVIEWING:  MORE THAN A GUT FEELING V X X
INTRO TO COMPUTERS AND DATA PROCESSING B X
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COMPETENCIES

INVESTING TIME FOR MAXIMUM RETURN B X
JOINT PETROLEUM DOCTRINE B X
LEADER EFFECTIVENESS TRAINING B X X X
LEADERSHIP CHALLENGE B X X X X
LEADERSHIP FOR THE TRANSFORMATION VB X X
LEADERSHIP SKILLS FOR WOMEN B X X
LEADERSHIP TRAINING A X X X X X
LEADING TEAMS B X X X X
LEARNING TO LEAD B X X
LEGAL ISSUES FOR MANAGERS B X X
LESSONS OF THE RED BEAD EXPERIMENT VB X X
LET'S BE HUMAN B X X X
LET'S TALK QUALITY B X
LISTEN UP:  HEAR WHAT'S REALLY BEING SAID B X X
MAKING CHANGE WORK FOR YOU B X X
MAKING MEETINGS WORK B X X X
MANAGEMENT OF ORGANIZATIONAL BEHAVIOR B X X X
MANAGEMENT PROBLEMS OF THE TECHNICAL PERSON V X X
MANAGERS AS MENTORS B X
MANAGING ANGER B X X X
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COMPETENCIES

MANAGING CHANGE AT WORK B X
MANAGING CONFLICT AT WORK B X X X
MANAGING CONFLICT PRODUCTIVELY A X X
MANAGING DIFFERENCES B X X
MANAGING DISAGREEMENT CONSTRUCTIVELY B X X
MANAGING DIVERSITY IN THE NEW REALITY B X X
MANAGING ORGANIZATIONAL CHANGE B X
MANAGING PERSONAL CHANGE B X X
MANAGING QUALITY CUSTOMER SERVICE B X X
MANAGING STRESS B X
MANAGING TO KEEP THE CUSTOMER B X
MAXIMUM PERFORMANCE THE LUCK FACTOR V X
MEASURE UP B X X X
MEASURING CUSTOMER SATISFACTION B X
MEGATRENDS 2000 B X
MEMORY JOGGER PLUS B X
MENTORING B X
MENTORING VB X
MENTORING, A PRACTICAL GUIDE B X
MICROSOFT OFFICE 4 FOR DUMMIES B X
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COMPETENCIES

MOTIVATING AT WORK (REVISED EDITION) B X X
MULTIPOINT FEEDBACK B X X
NAVAL PLANNING B X
NEGOTIATE WITH CONFIDENCE B X
NEGOTIATING STRATEGIES AND TACTICS V X X X
NETWORK MARKETING B X X
NEW SUPERVISOR B X X
NEW SUPERVISOR (REVISED EDITION) B X X
NEW WORK HABITS FOR A RADICALLY CHANGING WORLD B X X
NOBLE WOMEN OF HAWAII B X
NO-NONSENSE MANAGEMENT TIPS FOR WOMEN B X
OFFICE MANAGEMENT B X X X
ONE MINUTE MANAGER B X X
ORGANIZATIONAL VISION, VALUES AND MISSION B X
OVERCOMING THE FEAR OF FAILURE V X
PASSION FOR EXCELLENCE B X X X
PEOPLE SYSTEMS: THE TOUGHEST CHALLENGE VB X
PERSONAL POWER A X X
PERSONAL TIME MANAGEMENT (REVISED) B X
PLAIN ENGLISH HANDBOOK B X
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COMPETENCIES

PLEASE UNDERSTAND ME B X X X
POSITIVE MENTAL ATTITUDE IN THE WORKPLACE B X
POSITIVE PERFORMANCE MANAGEMENT B X X
POWER TOOLS B X X
POWERFUL LEADERSHIP SKILLS FOR WOMEN B X X
POWERFUL NEGOTIATION V X
POWERFUL PRESENTATION SKILLS VB X X
POWERFUL PROOFREADING SKILLS B X
PRACTICAL TIME MANAGEMENT B X
PREPARING INSTRUCTIONAL OBJECTIVES B X
PREVENTING WORKPLACE VIOLENCE B X X
PRINCIPLE-CENTERED LEADERSHIP B X X X
PRINCIPLE-CENTERED LEADERSHIP B X X X
PROCESS IMPROVEMENT B X X X
PROCESS QUALITY MANAGEMENT & IMPROVEMENT GUIDELINES B X
PROFESSIONAL DEVELOPMENT FOR WOMEN IN MANAGEMENT V X X X
PROFESSIONAL SUPERVISION SKILLS VB X X X
PROFOUND KNOWLEDGE FOR LEADERSHIP VB X
PROJECT MANAGEMENT B X
PROJECT MANAGEMENT VB X
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COMPETENCIES

PUBLIC SPEAKING MADE EASY B X
QUALITY AT WORK B X
QUALITY CUSTOMER SERVICE B X
QUALITY IN AMERICA B X
QUALITY INTERVIEWING  REVISED B X
QUALITY OR ELSE B X
RACE, CLASS, AND GENDER B X
RATE YOUR SKILLS AS A MANAGER B X X X X X
RATIONAL MANAGER B X X
READING DYNAMICS V X
REENGINEERING HANDBOOK B X X
REENGINEERING PERFORMANCE MANAGEMENT B X X
REENGINEERING THE CORPORATION B X X X X
REENGINEERING THE TRAINING FUNCTION B X X
SALARY NEGOTIATION A X
SEARCH OF EXCELLENCE B X
SELECTING THE RIGHT FEDERAL HEALTH PLAN B X
SELF ESTEEM AND PEAK PERFORMANCE A X
SEXUAL HARASSMENT B X X
SEXUAL HARASSMENT IN THE WORKPLACE B X X
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COMPETENCIES

SEXUAL HARASSMENT WORKPLACE AWARENESS AB X
SEXUAL HARASSMENT WORKPLACE AWARENESS PROGRAM B X X X
SEXUAL HARASSMENT WORKPLACE AWARENESS TRAINING B X X
SPEAK LIKE A PRO A X X
SPIRIT OF ENTERPRISE B X X
STAND UP, SPEAK OUT, AND SUCCEED V X X
STATISTICS FOR MANAGEMENT B X
STATISTICS PRIMER FOR MANAGERS B X X X
STEPPING UP TO SUPERVISOR (REVISED EDITION) B X X X X X
STOP PROCRASTINATING B X X
STRESS IN THE AMERICAN WORKPLACE B X
STRESS MANAGEMENT A X
STRESS THAT MOTIVATES B X X
STYLE GUIDE B X
SUCCEEDING AS A FIRST TIME MANAGER V X X X
SUCCEEDING AS A FIRST TIME MANAGER A X X X X
SUCCESSFUL COMMUNICATIONS AND EFFECTIVE SPEAKING B X X
SUCCESSFUL COMMUNICATIONS/EFFECT SPEAK B X X
SUCCESSFUL NEGOTIATION B X
SUCCESSFUL STRATEGIC PLANNING B X X
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COMPETENCIES

SUPER-LEADERSHIP B X X
SUPERVISING EMPLOYEES WITH DISABILITIES B X X X
SUPERVISOR'S SCRIPT BOOK B X
TAKE THIS JOB AND LOVE IT V X X
TAO OF COACHING B X X X X
TEAM BUILDING B X X X
TEAM HANDBOOK B X X
TEAM WORKING B X X X X
TEAM-BUILDING SKILLS FOR MGRS & SUPS V X X X
TEAMWORK B X
TECHNICAL PRESENTATION B X X
THE 14 POINTS V X
THE 7 HABITS COACH FOR WINDOWS C X X X
THE 9 NATURAL LAWS OF LEADERSHIP B X X
THE ART OF PRESENTING C X X
THE ART OF RESOLVING CONFLICTS IN THE WORKPLACE VB X X X X
THE DANGERS OF BUYING ON PRICE TAG ALONE V X
THE DEMING MANAGEMENT METHOD B X X X X
THE DEMING OF AMERICA V X
THE FIFTH DISCIPLINE B X
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COMPETENCIES

THE FORD STORY B X
THE FUNNEL EXPERIMENT V X
THE GM POWERTRAIN DIVISION STORY B X
THE LEADER'S HANDBOOK B X X
THE LEADERSHIP ENGINE B X X
THE MULTI-MEDIA CAREER PATH C X
THE NEW ECONOMIC AGE V X
THE QUALITY LEADER V X
THE RED BEAD AND FUNNEL EXPERIMENTS VB X
THE RED BEAD EXPERIMENTS AND LIFE V X
THE REENGINEERING ROADMAP V X X X X X
THE SEXUAL HARASSMENT QUIZ V X X
THE STANDUP TRAINER B X X
THE SUPERVISOR'S HANDBOOK B X
THE TEAM BUILDING TOOL KIT B X X
THE TEAM HANDBOOK B X X
THE VERNAY LABORATORIES STORY B X
THE WRITE STUFF B X
THEORY Z A X x X x
THINKING ABOUT QUALITY B X X X X
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COMPETENCIES

THINKING OUTSIDE THE BOUNDARIES B X X x
THRIVING ON CHAOS V X X X
TIME AND PRIORITIES B X X X X
TIME MANAGEMENT FOR TEAMS B X X X
TIME OUT A X
TIPS FOR TEAMS B X X X X
TO MEET OR NOT TO MEET B X
TOM PETER'S THINK RESUME B X X
TONGUE FU C X
TOTAL ENGLISH SKILLS B X X
TQM B X X
TRAINER'S GUIDE TO WEB-BASED INSTRUCTION B X X
TRAINING AND LEGAL ISSUES B X X
TRAINING EVALUATION AND MEASUREMENT METHODS B X
TRAINING MANAGERS TO TRAIN B X X
TRAINING THE MANAGERS TO TRAIN REVISED B X X X
TRANSFORMATIONAL LEADER B X X X
UNDERSTANDING PROFOUND KNOWLEDGE BV  X
UNDERSTANDING STATISTICAL PROCESS CONTROL V X
UNDERSTANDING VARIATION B X
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COMPETENCIES

VALUING DIVERSITY 1-MANAGING DIFFERENCES V X X
VALUING DIVERSITY 2-DIVERSITY AT WORK V X X
VALUING DIVERSITY 3-COMMUNICATING ACROSS CULTURES V X X
VIOLENCE AT WORK B X
VIOLENCE IN THE WORKPLACE B X X X
WEB-BASED TRAINING COOKBOOK V X
WHAT EVERY MANAGER SHOULD KNOW ABOUT TRAINING BC X X
WHEN I SAY NO, I FEEL GUILTY B X
WHO MOVED MY CHEESE? V X X X X
WHO MOVED MY CHEESE? B X X X X
WHY DIDN'T I THINK OF THAT B  X X X
WHY NOT? B X X X
WINNING AT HUMAN RELATIONS B X X
WINNING WITH WORDS B X X X
WOMAN MANAGER B X X
WORKFORCE OF AMERICA B X X
WORKING SMART B X X X X X
WORKING WELL MANAGING FOR HIGH PERFORMANCE B X X
WORKPLACE VIOLENCE V X X
WRITING FITNESS B X X X
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COMPETENCIES

WRITING FOR BUSINESS RESULTS B X
YOU DON'T HAVE TO GO HOME FROM WORK EXHAUSTED B X X
YOUR FINANCIAL GUIDE B X
YOUR RETIREMENT B X
ZAPP! LIGHTNING OF EMPOWERMENT B X
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